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M LPERSMAN 1320- 140

PERVANENT CHANGE OF STATI ON TRANSFER ORDERS
(PCSTO) REPORTING PaLI cY

Responsi bl e | NAVPERSCOM Phone: DSN 882- 4173
O fice ( PERS- 455F) COM|  (901) 874-4173
FAX 882- 2693

Gover ni ng NAVPERS 15559B, O ficer Transfer Manual
Directives | NAVPERS 15909J, Enlisted Transfer Manual

DFAS DIMS Procedures Training Qui de (DFAS PTG
Joint Federal Travel Regulations (JFTR), Vol une
OPNAVI NST 1000. 23B

BUPERSI NST 1610. 10

1. Policy

a. Oficers reporting for duty in obedience to orders shal
conply with Navy regul ati ons regardi ng presentation and
endorsenent of orders. Definition of ternms and ot her procedures
for processing orders of officers are found in NAVPERS 15559B,
chapter 2. Detaching and reporting endorsenent procedures are
found in DFAS PTG

b. Enlisted personnel reporting for duty in obedience to
orders are controlled ordinarily by travel and tine schedul es
prepared in advance by the transferring activity dependi ng on
the nethod of transportation specified in the orders. Wen
travel is involved under orders and a definite travel schedule
has not been provided, in addition to proceed tinme, travel tine
is allowed under applicable directives. Definition of terns and
ot her procedures for processing orders of enlisted personnel are
found in NAVPERS 15909G  Detaching and reporting endorsenent
procedures are found in DFAS PTG

2. Review of Orders Upon Arriva

a. Each command to which a nenber reports for tenporary
duty (TEMDU) shall review the orders upon reporting, including
endorsenments on orders, to determ ne whether the nmenber arrived
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prior to the time required to commence the TEMDU directed by the
or ders.

b. If the menber arrived prior to the “report not earlier
than” date specified in the orders because all or part of the
| eave granted in the orders was not used, the nenber shall be
given the option of either remaining in a | eave status until the
required reporting date or, of termnating | eave status and
reporting on the date of arrival with the understandi ng that
per diemw ||l not conmence until the date required to comrence
the TEMDU directed by the orders. [If the nenber elects to
report on the day of arrival with the understandi ng that per
diemw ||l commence at a |later date, the orders shall be endorsed
essentially as foll ows:

“Reported this date. You are not required to commence the
TEVMDU directed by your orders until (date); therefore, per

M LPERSMAN 1320-140 and Joint Federal Travel Regulation (JFTR),
para. M3050-2-1, your per diementitlenent comrences on that
date.”

c. |If early comencenent is determined at the TEMDU station
to be in the best interest of the Governnent, the orders shal
be so endorsed and the per diementitlenment conmencenent date
specified, citing this article as authority. (M LPERSVAN
1320- 080, concerning orders authorizing travel with or w thout
rei mbursenent, specifies acceptable reasons for early detachnent
and appropriate endorsenents on pernanent change of duty
station (PCS) orders involving TEMDU en route to a new per nanent
duty station.)

d. The nenber’s CO, or specified senior naval conmand,
will performall adm nistrative functions necessary to support
reporting personnel (see “Adm nistrative Comrmander
Responsibilities” bel ow).

3. Contents of Orders

a. Intime of peace, to facilitate adjustment of travel
rei mbursenents, all orders to personnel or endorsenents thereon
shall clearly indicate the tinme, date, and place of detachnent,
enbarkation, entry, or reporting as nay be appropriate except
where, within the knowl edge of the command preparing orders or
endorsenments, such information would disclose a classified
| ocati on.
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b. Menber’s orders will identify the Pay and Personnel
Adm ni strative Support System (PASS) office responsible for
their “personnel accounting support.” The PASS office wll

performall functions specified in OPNAVI NST 1000. 23B.

4. Adm nistrative Conmander Responsibilities. The activity to
which a nmenber is directed to “report if present, otherw se by
message, for adm nistrative purposes” is responsible for
perform ng all functions necessary to support reporting

personnel. Normally, the activity to which a nmenber reports for
duty will also be their adm nistrative command; however, when a
menber's orders direct themto report to a detachnent or
conmponent of a naval conmmand for duty, the orders will direct

the nmenber to report to the parent command for adm nistrative
pur poses. Wen a nenber is assigned to a permanent duty station
where there is no naval adm nistrative command (e.g., joint or
uni fied commands, civilian universities or |aboratories, other
government agencies, foreign governnents, etc.) the orders wll
direct the nmenber to report to the nearest senior naval conmand
for adm ni strative purposes. The adm nistrative comuander’s
responsibilities include (but are not limted to) one or nore of
the foll ow ng:

a. Keeping service and pay records, processing PCS orders
and | eave accounting. (For adm nistrative commands supported by
PASS for either personnel or pay or both, the above functions,
as appropriate, will be perfornmed by the supporting Personnel
Support Detachnent (PERSUPPDET) per OPNAVI NST 1000. 23B.)

b. Preparing and keepi ng necessary reports and forns,
conplete and current, pertaining to the nenber. (For
adm ni strative commands supported by PASS, the servicing
PERSUPPDET wi | | prepare and keep certain reports and forns per
OPNAVI NST 1000. 23B.)

c. Personnel Accounting (unless otherw se specified in the
orders).

d. Submtting NAVPERS 1610/ 2, Fitness Report and Counseling
Record and NAVPERS 1616/ 26, Eval uati on Report and Counseling
Record (E1l-E6) per BUPERSI NST 1610. 10.

e. Performance and mlitary discipline functions, as
appl i cabl e.
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f. Providing funding for TEMADD travel (e.g., energency
| eave, hospitalization, etc.) and preparing TEMADD travel
or ders.

g. Providing a neans of official conmmunication in matter of
a uni-services nature.
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